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“STATINTL - 


wight Spe arom tl 


' i . CLNTRAL INTELLIGENCE ghoty Wal 
‘ Washington, D. C. 


ADEIMISURATIVE LUSTATOTTON | 
Aten 18 April 1947 


NUMBER 


é 
‘ 
t 
l 
' 
t 
! 
2 
: 


. 

STATINTL ; 
ee SUBUJILCT: Fedoral Works Agency Property Pussos Jus dG xe og 
STATINTL 


EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED 


1. <A Fodoral Works Agency Proporty Pass will accompany the movo~ 
mont of all public pronerty from and among the various buildings 
occupiod by this Agoneye Building guards have boen Instructed to 
roquire that « simmod F...A. Proporty Fass be obtained prior to tho 
withdrawol of any oquipment from a building. The procodures outlined 
horein regarding tho issuing of Federal Works Agoncy Property Passes 
will bo adhored to by all concornod. 


2 Responsible individuals in the various using officos desiring 


to offect a transfor or withdrawal of property from any building will 
coordinato the contomplated movoment with their respective Branch 
Supnly and Pronerty Officor. Aftor the nocessary transfer documents. 
have beon initiated, the Branch Supply and Property Officor will 
forward a sifned memorandum to the apnroprinte offico or individual 
indicated in Paragraph 3 below requesting that a F.W.A. Proporty 

Pass be issued. This momorandum should be prepared in duplicate and 
one cony should be retained by the Branch Supply and Property Officore 


Se The Chief, Property Control Soction, Sorvices Division, P.& A, 
is responsible for the coordination and control of all proporty 
transfors within this Agoncy, and is therefore chargod with the 
lesuing of all F.W.A. Proporty Passcs. lJowover, to. expedite tho. 
moveniont of oquipment, the individuals listed below are authorized 
by the Chicf, Property Control Section, to issuo property passes for | 
all the buildings indicated below: 


Building | — Boom 


a North 
| STATINTL oo 
| : 


South Bldg. 
South Bldg. 
South Bldge 


Central 
Adninis tration 
Inygtt 


fA cA CA 
caw on 


Sa et 


Que 69 Quo Bldge 


STATINTL ~ 69 Quo Blidge 
aw 


i : 
' ae 


{ 


61 Mew War 
G1 Now War 


STATINTL (696) 


BEPYECTIVE SO JUNU 1947 CIG MEMORANDA VILL REMAIN IN MORE UNTIL, CANCELLED on 


QPP EV ADT TT 
SUI Sil aD) 


Bi aaawling 8 ry A TET Sete, pees rr? pes yg pe: an 
Pode UG Si Ee Say ee iy = 


oe fx Z : a ee ee mii er tate Rat EEN MTU OE ORE SEPA USE Ie el IN Tage ot MOLE aed BAO OT 
Saeremaramege £97 ee mI rTo pi hitee ac aES mse gtamsrarE grins rere Toe eT 
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2210 E St., Nl. 208, 2210 E St.j!.w. 
208, 2210 E St. NW. 
STATINTL All Buildings 234 South Bldg. 
I: (Communications 254 South Bldg. 
Equipment Only) 
| All Buildings | 12-A North Bldg. 
(Dolivor & Turn-Ing 12-4 North Bldg. 
of Equipment oxcopt 12~A North Bldge 
Communications) 
4. Property passes will not be issued until a writton request is ro-= 
ecived from the Branch Supply and Proporty Officer. Tho individuals 
designated above will maintain a file of theso rogucsts to bo forwardod 
to the Proporty Control Section at tho end of caeh month, 
| FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
| STATINTL 
Exooutivo for Porsonnol 
and Administration 
| 
| ATTACHMENTS: None 
| . 
DISTRIBUTION: A 
| 
2 
| 
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RESTRICTED 


CENTRAL INTULLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE ne | 2 March 1949 
NO. s 


SUBJECT: Removal cf. Government Property from Cid Buildings. 


RESCISSION: Administrative Instruction Noffeotod 1¢ aprit 194s, 
subject: Federal Works Agoncy Property Passes. 


1. <A properly authenticated Federal Works Agency Property Pass 
(Form Wo. BM-68) is required before public property can be removed 
from CIA buildings. 


@e The procedure outlinod below will be followed when property 
affecting the accountability of an Accountable Officer is removed from 
CIA buildings: 


a. One copy of Form Noe BM+G8 will be initiated by Property 
Accountable Officers for transfers of property to CIA supply ware~ 
houses or buildings. Such transfers will be completed by means 
of proper} executed Property-Turnein or Transfer Slips; Form No. 
36 —246 


be One copy of Form Noe BM-68 will be initiated by designat- 
ed representatives of the Services Officer for issues of property 
from CIA warchouses. 


ce. One copy of Form No. BM-68 will be prepared by Property 

Accountable Officers for loan of Government property to an employee 
for approved official purposes. A Memorandum Receipt will also be 
prepared, using Form No. 36-44 Revised, for issues of this nature. 
The recipient will sign Form No. 36-44, certifying recoipt of the 
item. Memorandum receipts will not be posted as credits to Stock 
Record Accounts, but will be retained by Property Accountable Offi-~ 
cers pending return of the propsa:ty by the recipient. 


3. The following persons aro authorized to sign FA Property 
Passes: 


ae Property Accountable Officers and their alternates. 
be Designated representatives of tho Services Officer. 
4. The Chief, Inspection and Security will receive periodically 
from the Services Officer a list of persons authorized to sign property 
passes. It will be the responsibility of the Chicf, Inspection and 


Security to provide for delivery of such lists to the FBA Guard Force. 


FOR THE DIRECTOR OF CENTRAL INIZLLIGUNCE: 


RES 


Captain, USN 
Executive 


2 eben pn eee TI 
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1 ; | ’ 
| CENTRAL INTSLLIGENCE GROUP aca iy es 
Washington, D. C. fg te ALA, JA ly 


STATINTL | | | 
MEMORANDUM 18 April 19 
ni 


STATINTL MEM ees iccreo CIA Apm. INSTRUC, ae furt) J 2/9 


EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED 


| SUBJLCT: Fodoral Works Apcney Property Passos 


1. <A Fodoral Vorks Agency Proporty Pass will accompany tho movo- 
mont of all public property from and among the various buildings 

Pads occupiod by this Agency, Building guards have been instructed to 
require that o signed F.W.A. Proporty Pass be obtained prior to tho 
withdrawal of any oquipnent from a buildings Tho procodures outlined 
heroin rogarding the issuing of Fedoral Works A Agonecy Property Passes 
| will bo adhored to by all concornod. 


2+ Responsible individuals in tho various using officos desiring 

to effeot a transfor or withdrawal of property from any building will 
coordinato tho contomplated movonent with their respectivo Branch 
Suprly and Property’ Officor. Aftor the nocessary transfer documents 
have beon initiated, tho Branch Supply and Property Officer will 
forward a signod memorandum to the appronriate offico or individual 
indicated in Paragraph 3 bolow requesting that ao F.ji.A. Property 

Pass be issucd. This momorandum should bo prepared in duplicato and 
one copy should be rotained by tho Branch Supply and Property Officor. 


3e The Chief, Pronerty Control Soction, Sorvicos Division, P & A, 

is responsible for tho coordination and control of all property 

transfors within this Aponcy, and is therefore charged with tha 
issuing of all F.W.A. Property Passcse Uowover, to expedite the 
movement of syuipment, the individuals listed bolow arc authorized 
by the Chic?, Property Control Scetion, to issuo property 7 passos for 
all tho buildings indicated below: 


Building Room 
North ) 
: South ) 285 South Bldg. 
_ STATINTL Central ) 285 South Bldge 
Adninis tration - ) 235 South Bldg. 
i Magi ) 
| ‘ 
Que 2169 Quo Bldge 
. 2169 Que Bldge " 
STATINTL ——| 3 
BTATINTL 7 
| 4 
| (696) | 
: 
\ 4 
‘ | ; 
; 4 
‘ . : 2 i th toe, 


‘ 
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my 2 ies 


2210 B Ste, Wells 208; 2210 E St.jl.W. 


208, 2210 EB St.,NW 


All Buildings 
(Comminications 
Equipment Only) 


' 254 South Bldge 
264 South Bldg. 


All Buildings 
(Delivor & Turn-Ins 
of Equipment oxcopt 


12-A North Bldgs. 
12-4, North Bldge 
l2-A North Bldge 


Communications) 
i 4 Property passes will not bo issued until a writton request is ro- 
i. coived from tho Branch Supply and Proporty Officer. Tho individuals 
i designated above will maintain a filo of those requosts to be forwardod 
r to the Proporty Control Section at tho end of ouch month, 
L . 
; 


FOR TNE DIRECTOR OF CENTRAL INTELLIGENCEs:. 


Exocutivo for Personnol 
and Administration 


i , 
{ ; 
7 


ATTACHIUENTS: © None 


DISTRIBUTION: A 
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CENTRAL INT. LIGENCE AGENCY 
YHaahingten, D, ¢. 


$0 Ooteber 1947 


TO. 


FROM: Chief, Services Branch 
SUBJECT; Fodsral Works A;oncy Property Passes 
ERPECTIVE 31 October 1947 
SUPERCENDES AND RISCINDS ADNTNTSTR yTIOW rustruction 


1, A Federal Works Agency Property Pass will accompany the movement of all 
public property from and among the various buildings occupied by thia “gency, 
h the exception of space movements of personnel and equipment.) Building 

guarda have been instructed to require that a signed FoW.X, Property Pass be 
obtained prior to the withdrawal of any equipment from a Wilding, The pre- 
cedures outlined herein ragarding the issuing of Federal Works Agency Property 


Pusses will be adhered to by al? concerned. 


2. Responsible individuzis in the various using offices desiring to effect 
uw tranafer or withdrawal of property from any building will coordinate the 
contemplated novement with their respective Branoh Supply and Property Officer. 


After the necesesry transfer documents have been initiated, the Sranch Supply 


and Proporty Officer will forward a signed menorandun to “the appropriate office 
or individual indicated in Paragraph 3 below requesting that a T.W,A,. Property 
Pass be issued. ‘his memorandum should be prepared in duplicate and one copy 
should be retained by the Branch Supply and Property Officer; 


3, The Chief, Property Control Division, Services Branch, A & M, is re=- 
sponsible for the coordination and control of all property transfers vithin 
this Agency, and is therefore charged with the iseuing of all F.W.A, Property 
Passes. However, to expedite the movenant of equipment, the individuals 
listed below are authorized by the Chief, Property Control Division, to iusue 
property passes for all the buildings indicated bellows 


Building . Name . Room 


North 205 North Blidgo 
205 North Bldg. 

South 202 South Bldg. 
202 South Bldg. 

Contral 112 Central Bldg. 


112 Contra Bldg. 
Adninistration 120 Adm. Bldge 
2169 "Q" Bldgo 
2169 "9" Bldgo 
2040 "4" Bldgo 
2432 "u" Bldg. 


nae 


eg 
ot 


Dou th. Be 
202 South Bldg. 


tf oe 
pal 


All Buildings 
(Communication 
Hquipnent only) 


All Buildings (Deliver and 
turnein of Equipment except 
Communication) 


Attic, Nerth Bldg. 


Approved For Release 2 
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TRANSMITTAL SLIP - 


4. November 1947 
DATE 


0: 
ACTING CHIEF, MANAGEMENT BRANCH ~ 


BUILDING | ROOM NO. Le 
| ks 


REMARKS; 


It is requested that CIA Administrativé 
Instruction No. be formally 
rescinded. 


a 
ROOM NO, . TEXTE SION 
—200—” 785 


(1299) 


a 
4 
é 


fe 
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} oe A 


” - ‘ 3 t 


PROPERTY 


BRANCH Be Eines SES TON SUPPLY OFF 


7 


STATINTL 
| To 


PAGE / on pati’. 


7 as a 
STATINTL | CM 
FROM a? Re fd SP i iO. 


vote 3 


{ 

| 

; , s 

UNIT | QUANTITY | REMARKS | ACTION 

fb 

é of i" i a 4 fone: hdl (4) | 4 ‘e ds WT GA 7 
i oe yaar ; , H fl One 

; va & | f} ; cae 
| | | 52/0 § 
| seh silt Soest ae atte, Bch ~ ee ce as : 

i i 


annette 
‘ 
ee a na a es 
eA. 


i 
H 
| 
| | | | 
1 j 
| | 
| 
i q . 
; 
: | 
i | 
} ! : 
| 
| | 
: | 
i 
{ i 
| | | : 
} ; 
7 
| | 
| i 
| | a 
| 
| 
* LEGEND FOR REMARKS: FWT — UNSERVICEABLE, DUE TO FAIR WEAR AND TEAR. SER — R= SERVICEABLE. See onan 
STATINT | CERTIFY that the articles listed herein are turned in paEe the c ig : ee Tere e REMARKS". SOS 


| The quantities shown in the "ACTION" column have been recei 


B STATINT 


i ty 
i fy Cb. 


? 
b e 
; FORM NO. 
E e : 
Nov 1946 26°24 Ciena) 
i pe * \ 
4 ) 
\ 
| ; hee = yt , ? : ‘ - ‘ ¢ 
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RRAET 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTRUCTION 


NO. DATE 


SUBJEST: Federal Works Agency Property Passes 
(Rescinds Administrative Instruction vo 
dated 18 April 1947) 


1. A properly euthorized Federal Works Agency Property Pass (Form BH-68) 
is required by building guards before public property can be withdrawn from 
CIA buildings, 


2. The following persons are authorized to sign FWA Property Pasness 


ae Jdministrative Officers 


(For removal of property ms eae individuals assigned to 


Su eanashts Se. ave offices ranch 


36 2s niogmmuyaattaag, SUPE = LOS Supply Urricer and “Supply Urricer and Pree fis Property Officer 


The procedure outlined below will be followed where individusls 
are authorized to remove property from CIA buildings: 


a. Upon request of the individual, the Administrative Officer 
will prepare a FWA Property Pass in three copies, indicating the 
individugl's name and CIA badge number; and the nomenclature, quan- 
tity and serial number of the property, as applicable. Each copy of 
the pass will be signed by the individual requesting movement of 
the property. 


b. The Administrative Officer will retain triplicate copy and 
will hand original and duplicate to individual requesting movement 
of property. 


e. The individuel will give original and duplicate of the pass to 
meee guard at time property is withdrawn. 


de The guard will check individual's CIA badge mmber against the 
badge mumber indicated on pass before property is removed, 


e. The guard will retain original of pass for PBA records and 
will hand duplicate to the receptionie® for tranemittal to the appre- 
priate Administrative Officer. (In cases where the Administrative 
Officer is not the Accountable Officer, this copy will be forwarded 
by the Administrative Officer to the Accountable Officer.) 


Individuals are responsible for property withdrawn from CIA buildings 


until the property has been returned to the appropriate Administrative or 
Accountable Officer. 


4 
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~ 2 


4e Supply Offices, Services Branch, A&M and 
Communications Supply and Propurty Officers 


Upon receipt, of a properly certified Property Turn<in or Transfer 


Slip Form 3624, Supply and Property Officers are authorized to prepare and 


sign Federal Works Agency. Property Passes as required for the removal of 
property, equipment for repair, for transfer among OIA buildings, or for 
turn-in to CIA warehouses. 
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ahha: = 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100020006-6 


ea ee 


TRANSMITTAL Sta. 


V4 


__20 Jenuary 1948 
. . DATE 
STATINTL [Fq:; 


ACTING CHIEF, MANACKMENT BRANCH 


BUILDING 


STATINTL 


REMARKS: 


It is requested that the draft of 
the Administrative Instruction re 


FA Property Passes which was prepared 
py MIs su0d. 


STATINTL 


STATINTL 


BUILDING 
NORTH 


M_NO. a 
i see | ~ 11299) 


FORM NO. 


_ SEP 1946. . 


TRANSMITTAL SLIF * 


~ DATE 


36-8 


f 
x 
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> . . + 
UNCLASS|FIED/ RESTRICTED ONFIDENTIAL SECRET 
SEMBER WILL CIRCLE CLASSIFICATION TOP AND BOTTOM 


“y CENTRAL INTELLIGENCE AGENCY 
OFFICIAL ROUTING SLIP 


STATINTL 


STATINTL 


[—_lapprovAL [__] INFORMATION (_] stGnaTuRE 
[—TacTI on [7] DIRECT REPLY [~~] RETURN 
Ca Teoument [| prepaRATION OF reply L—— DISPATCH 
CZ concurrence  [-] RECOMMENDATION [] Fite 


REMARKS: 


FORM NO. 


see 194y 


SECRET CONFIDENTIAL __ RESTRICTED (UNCLASSIFIED 
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STANDARD FORM NO, 64 ER-76/6 


Ni 


: Office Memorandum + ouNirED STATES GOVERNMENT 


5 * 


STATINTL ‘TO QA Chief, Services Branch DATE: 19 January 1948 


x FROM : Chief, Property Control Division 


SUBJECT: federal Works Agency Property Passes 


l. Administrative Instruction, Subject: "Wederal Works Agency lroperty 
Passos", has been revised and is returned with the original draft previously 
submitted to this office. . 


: 2. The major changes included in the redraft are indicated below: 


& a. Paragraph $-a, provides for the retention of a memorandum by 

[ accountable officers which will assist in reconciling property records 
during the course of audits, and, in turn, also serves as a hand receipt 
for property on loan to using individuals. 


be Paragraph 3-c, the memorandum retained by Administrative 
Officers serves as a permanent record, substantiating the issuance of 
property passes to requesting individuals. 


: One copy of Federal Works Agency Proparty Passes prepared 
é by Administrative and Accountable Officers, as provided in the 
attached instructions, will be issued to P.B.A. Building Guards, 
upon removal of property by requesting individuals. Such passes 

: will serve as & permanent record in the office of the Captain, 
~STATINTL P.B.A. Guards. 3 

: c. Parapraph 5 - To insure the issuance of l'ederal orks Amency 

Property Fasses by authorized individuals, it is susmosted that saniple 
Signatures of Administrative and Accountable Officers be forwarded to 
| this office, five days prior to the effective date of the attached 
: Administrative Instruction. The Property Control Division will, in 
: turn, obtain photostatic copies of signatures and issue same to P.P A. 
P Building Guards, thru i Physical security Division, 
i CIA. It is advisable that signatures be obtained, inasmuch as it will 
provide further protection in safeguarding apency property. 


$. Forwarded for your review and comments. 3 


[ 


STATINTL 


1 


i 
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CENTRAL INTELLIGENCE ACHNCY 
Washington, De Ce 


fe 

Re 
yao 
f 
bee 
ge 
ot 


aT 


Date: 


STATINTL > ADMINISTRATIVE INSTRUCTION 
NUMBER | 


: SBJCT; Federal Works Agency Property Passes 


ie Rescinds Administrative Instruction No. 
STATINTL: ea 


4 
h 
4 


am 


+ 


(Effective 10 Days After Publication) 


a lL. A properly authorized Federal Works Arency Property Pass (form Bh=68 ) 


phases 


is required by building ruards before public property can be withdrawn from 


CIA buildings. 
2. The following persons are authorized to sign FWA Property Passes; 
# a. Administrative Officers - For removal of property by individuals 
iz assigned to their respeotive office. 
b.» Supply Officers, services Branch, Adh - For removal of property 
( to warehouse e 


: co. Sommunications Supply Offioer and Proporty Officer = For removal 
of communications equipment to warehouse. 


3. The procedure outlined below will be followed by individuals desiring 


to remove property from CIA buildings: 


ae The individual will obtain a written memorandum, prepared in 
duplicate, from his accountable ol'ficor,requesting the issuance of a FWA 
Property Pass. The. memorandum will indicate the requesting individuals 
name, correct nomenclature, yuantity and serial numbers, if available, of 
property. The original of the memorandum will be given. to the requesting 


individuals The remainine copy will be retained by the Accountable Officer 


and will serve as a hand receipt pending return of the property. 


be Upon presentation of the memorandum, the Administrative Officer 


will prepare one copy, of Form BM-68, FWA Property Fass, and issue same 


ee nat, OO nT 


: to the requesting individual. The Administrative Officer will. utilize | 
1 | . | 
- 
¥ 4 4 : 
| s 2 “Approved For Reléase 2001/08/02 : ‘ClA-RDP81-00728R000100020006-6 | | ! 
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t 


the memorandum as & permanent record to substantiate the issuance of 


property passes. 


Form Noe 36-24, pertaining to the removal of property 


to the warehouse, may be used as a record in lieu of the above 


memorandum by Supply and Property Ufficers as indicated in paragraph 


2, b & o AbOVE. 


4. Individuals removing’ property from the buildings of CIA will be 


responsible for same until the property has been returned to the appropriate 


Property Officer. 


Se Administrative Officers and Accountable Officers designated in 


paragraph 2 above will forward a sample signature to the Chief, Property 


. 


Control Division five days prior to the effective date of this memorandum 


DISTRIBUTION: TO ALL EMPLOYEES 
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‘ . 14 January 1948 


i _ CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


’ 


j 
STATINTL ADMINISTRATIVE INSTRUCTION 


NUMBER aa Dae 
SUBJECT: Federal Works Agency Property Passes _ 
STATINTL (Rescinds Administrative Instruction No. 


1. <A properly authorized Federal Works Agency Property Pass (Form BM-68) 
is required by building guards before public property can be withdrawn from 
CIA buildings. | 


2. The following persons are authorized to sign FWA Property Passes: 


. a, Administrative Officers - For property withdrawn by individualsy+om | 
within their offices. 


| b. Supply Officers, Services Branch, A&M - For transfer or turn-in 
of property to warehouse, 


e. Communications Supply Officer and Property Officer - For trans- 
fer or turn-in of communications equip- 


ment to Warehouse. 
3. The procedure outlined below will be followed by individuals desiring 
to withdraw property from CIA buildings: 
| a, The individual will request the issuance of a FWA Property Pass 
from his Administrative Officer, | | 
b. The Administrative Officer will prepare the pass in two copies: 
(1) Original - To individual requesting movement of property. This 
will be given to the PBA guard responsible. 


(2) Duplicate - Retained by. Administrative Officer, or, in 


cases where he is not the Accountable Officer, this copy 


will be given the Accountable Officer. 
4. When the individual returns the property, he will notify the Adminis-~- 


trative Officer who issued the withdrawal pass. 


DET cece) aegis 
: : 


f 
} 

} 
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; |UNCLASCIFIED RESTRICT ©. CONFIDENTIAL. 

leeieee WILL CIRCLE CLise SIFICATION ToP AND BOTTOM) CRERET. 
CENTRAL INTELLIGENCE AGENCY 

OFFICIAL ROUTING SLIP 

| 


van 


rae Management Officer 


| LC dspprova, =~ LT tormarion Col sicnature | 

| [TACTION [_] DIRECT REPLY [ “XJ RETURN 

| | [© comment EL TApreparation oF repty C1 pi spate 

| ONCURRENCE [] RECOMMENDATION [___I FILE | 

7 | 

REMARKS: Concur ~ This seems to cover ; 

STATINTL | the situation adea | 
i 

: 

‘ SECRET _ CONFIDENTIAL UNCLASSIFIED | 


RESTRICTED 


FORM NO, 


sep 1947 30°4 


thd : eee os : peat 2 Mee Cea ‘ Bee ere ope 


‘ Re 
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STATINTL 


_ STATINTL —— apMINISTRATIVE INSTRUCTION } ) cer 
a / val og 


‘ op 
¥; Cerrmvmgge th oe Pe beeteet: : 
SUBJECT: Removal of,Property from CIA Buildings. dy 
Rescission: Administrative Instruction No. || dated 18 April 
; STATINTL 197, subject: Federal Works Agency Property 
Passed» 


1. Movement of CIA property within CIA. 


| ae Only the Services Office will move property from one 
ofitieemer activity to another, regardless of Whether it is 
intra-building or inter=building. Only the Services Office 
will remove property from any building to the warehouse, vice- 
versa, or be tween ware houses. 
( be Requests for movement of property within CIA will be 
made to Services Office on Form 36=7 » "Request for Supplies, 
| . Equipment or Services", signed by the appropriate Administra- 
tive: Officer cor Poverty Abeountiabiis Gfeicen: 
: 2. Loan of CIA property to an individual employee. Loan of 
| Gove rnment property to an employee will be made only when required 
for the exercise of Government thistneese The Deputy Assistant Direc- 
tors and heads of activities are requested to limit the removal of 
property to those cases where the need will justify the effort expend- 
ed. | 
a Long-Term Loan, 
(1) Loans for a duration of greater than 30 days will 
be made by the Services Office and not by the individual 
office. 


(2) Requests for long-term loans will be made on Fomm 
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36-7, "Request for suspidee: Equipment or Services!" Signed 

i by the appropriate Administrative Officer or Property Ac~ 
countable Officer and counter~signed by the & propriate 

f Deputy Assistant Director or Staff Chief. The request ‘should 
state clearly that the property is for loan, the loa period, 
the name of the individual requesting the loan, and the ad~ 

| dress at which the property will be held. ‘The Services Of-— 

| fice will execute the necessary Federal Works Agency Property 

| Pass (Form BM~68) and arrange for its utilization in removal 

of the property from CIA. 

be Short-Term Loan, 

| . (1) Loans for a duration of less than 30 days will be 


made by the Administrative Officer or Property Accountable 


Officer, as the case may be, of the office or major activity 


concerned, by direction of the Deputy Assistant Director 
or head of subordinate activity as delegated by him, which 
delegation will not be below the branch level, 

(2) Badieeke for short-term loan will be made to the 
appropriate Administrative Officer or Property Accountable 
Officer, as the case may be. He will obtain approval of 
the appropriate Deputy Assistant Director or head of sub 
ordinate activity, will ma note on his prow rty record the 
loan period, the name of the individual requesting the loan 
and the address at which the property willbe held, and will 
execute oe direct utilization of the necessary Federal Works 
Agency Property Pass (Form BM-68) for removal of the Proper ay 
from CIA. 
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‘ 3e Removal of personal property from CIA buildings. 


ae No packages, bundles or papers may be removed from 

CIA buildings, without presentation of a properly authorized 
property pass to the building guard. 

| be Requests for omayal: of personal property should be , 

made to the ~propriate Administrative Officer, Property Ac- 
countable Officer or his dganehaisd alternate. This officer 
will execute a Federal Works Property Pass (Form BM-68) indi- 
cating that property is personal. 
4. Property Removal Procedure. 

| ae The Federal Works Property Pass will be prepared in 
duplicate and should show serial number of property being 
removed (when ~propriate)., The duplicate will be held by 
the initiating officer while the original will accompany the 
-~ property being removed. 
, be (1) ‘The Chief of Inspection and Security will re- 
ceive periodically from each Deputy Assistant Director or 
his designated alternate the of persons responsible 
to sign prope rty passes, A differentiation will be shown 
as to those designated to sign property passes for removal 
of Governme nt property and those who sign passes for re- 
moval of personal property. | | 


(2) All names will be collected on a single sheet of 


furnished to each building guard for permanent reference. 
(3) In the event of change of personnel, the appro- 


i 

| 

| 

| 

i 

| _ paper, the paper will be photostated and copies will be 
| 

| 

| 

priate Deputy Assistant Director will notify the Chief, 
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. Inspection and Security, who will prepare and distribute 
revised lists or amendments to existing lists, as appro- 
priate. | 

Ch) At time property is passing from the building, the 
property pass will be presented to the cuaeay who will com= 
pare Sipnatue on the pass iy aes list. The pass 
is retained by fis guard for FWA files. If the guard 


questions the signature, he will telephone the person whose 


name appears on the approved list for verification. 
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= 
ILLEGIB 


TOs Executive 
FROM: Management Officer 


(AA 
1. The Management Office concurs in principle ‘wf the use of 
; property passes to protect Government property used by CIA. 


2. Several methods have been offered and discussed, none of 


which were conturred in by the Management Office because they were 


cumbersome and unnecessarily burdensome. More simplified methods 
| were rejected by the Services Office. | 

3. It is proposed that a property pass sytem be developed 
generally as follows: 

| a. Only the Services Office will move property from one 

office or activity to another, regardless of whether it is 
| intra=building or inter-building. Only the Services Office 
will remove property from ang building to the warehouse or 
vice versae 


b- Jere pau meld wT Ba ase by chat tergalipet ay eg for Ig 


b. Any loan of Government property to an employee for 4 re 


the--good—of—the-Gevernment-for a duration of greater than 30 Poy: 
days will be made by the Services Office and not by the indi- 


vidual office. Loans of Goverment property for short*periods 


of time to employees may be made by the office concerned with | 
| the approval of the Assistant Director or. the head of the 
| subordinate activity as delegated by him, which delegation will | 
| not be below the branch level. , | : 
c. Although the authority for the loan of Goverrment property 


to employees é4 stated in the paragraph above, the actual signing 
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of property passes will be made only by the Administrative Offi~ 
cer or Property Accountable Officer, as the case may be, of the 
office or major activity concerned. 

| | d. Each Assistant Director ofVhead of activity will furnish 
the name of one person authorized to sign the property passes 

to the Chief of Inspection and Security. 

e. The Chief of Inspection and Security will secure the 
signature of all persons responsible to sign property passes, 
collecting them on a single sheet of paper, which will be photo- 
| stated and furnished to each building guard for permanent refer- 
ence. Thus,any individual removing property from any building 
will be required to produce a property pass signed by an individual 
i | whose signature is in the possession of the guard. The guard will 
refer to the signature list in each case, and if he questions the 
signature, will telephone the person whose name appears on the 
approved list for that office for verification. 

; f. In the event of change of personnel, the Chief of Inspec- 
| tion and Security will prepare a new signature list for the 
. | guards! desks.ov drm dala On agptgtad , 
ge The Assistant Directors and heads of activities are 
| requested to restrict the removal of property to those cases 
| where the need will justify the effort expended. 
| he In addition to the above, all employees will be notified 
that in the event that they are removing any large bundles or . 


packages from their buildings, they may be required to secure 


a property pass in order to pass the guard, who is charged with 


the responsibility of protecting the property in the buildings. 
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STATINTL 
3 February 1948 
DATE 
TO; Peat esha, hatin ; 
CHIEF, PROPERTY CONTROL DIVISION 
STATINTL 


REMARKS: 


_ _ the attached draft prepared by 
STATINTL |. MEE §' s forwarded for 


your comment and return not later 
than aa tee 5 February 10948. 


STATINTL 


: 

STATINTL | 
: IFROM: 
| [BUILDING «=~ yonTH 
| FORM NO. a6-g- =. . 
es Sepioag 3678 | (1299). (299) 
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STANDARD FARM NO, 04 


Office Memorandum + UNITED STATES GOVERNMENT 
: _— — Chiof, services Branch DATE: 5 Kebruary 1948 


Chief, Property Control Division 


TO 
FROM 


SUBJECT: 


Property Passes 


In response to your request, jt is desired to briefly prasent 
some comments and suvpestions relative to the attached draft of 
Administrative Instructions JSubjoct: "Pedorel «orks Arency 
Property Passes". — 


Paracraph § a ~ It is suggested that further consideration 
be given to the advisability of requesting individuals obtuining 
authorization from their accountable property officer for removals 
of property assigned to their respective offices. This initial 
step Will assist accountable property officers in reconciling 
‘property records durine the course of audits and /or transfers of 
property accountability. : 
In addition, to the above it is suyrested that sample siznatures 
of Administrative and Accountable Officers be issued to PHA Building 
Cuards, thru I Physical security Yivision, CTA. This 
will insure the issuance of Federul Works Arency Property Passes by 
authorized individuals and will provide further protection in saferuarcing 
Agency property. 


Administrative Instructions vo ME nas been ravised and is returned 
with the original draft previously submitted to this office. 
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23 January 1918 


cya eee ete CEMETERY CETTE MET e eed nape rr 


SAN mone | 
i SUBJECT: Federal Works Agency Property Passes 
f 
! I recommend that these Instructions include the following: 
b . 
i Se ; ; 
: a a. Procedure to provide guards with specimen 
: ‘ signatures of persons authorized to sign 
i : FWA Property Passes BM-68. 
i a Wie : 
; : ie ie _ b. Procedure to provide followup by Adminis- 
fe ate trative or Accountable Officer on property 
an ane ay removed from CIA buildings. 
Pd eA 
ue ai ie As c+ Procedure to cover removal of property by 
geet BY ‘ repairmen, etc., when property does not 
: pi necessarily go to warehouse. 
: ; 
' d. Paragraph 4 should specify the responsibility 
. or relief from responsibility of individuals 
: | in 2a, b, @ and the removing individual. 
STATINTL 
e- Procedure for receipts for property returned. 
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2 p “ROM TNTS Tit TNSTRUCTION Ki february 1949 
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a Couernna ont 
: SUBTEOT: Removal of Property Prom CIA Cuildings 


4 Z 
STATINTL Resoinis: Administrative Inst ruction No , | dated 
a 18 April 1948, Subject: Federel Works Agency 
Property Passes. 


1. <A properly authorized federal Works Arency Property Pass (Form 


No. BM-68) is reyuired before public property can bo withdrawr, from CIA 
building's » 


: 2. The procedure outlined below will be followed with respect to - 


withdrawals of property from CIA buildings which effect the accountability 
: of an Accountable Officer: 


a 


e a. One copy of Form No. PM-€8 will be initiated by Property 

ES Accountable Officers for transfers of property to OTA supply warehouses 
or buildings. Such transfers will be consummated by means of 4 properly 
axecuted Froperty Turn-In or Yransfer Slip, Form “No. 56-24. 


De One copy of Form flo. PM-68, will be initiated by dasigrnated 
representatives under the supervision of the Sarvices Officer for 
assuos of property from CIA warehouses. 


Ge One copy of ltorm Ho. PM-68 will be prepared, by the Property 
Accountable Officers for loan of Government property to an smployee 
for the exercise of Government business. & Memorandum Receipt will be 
i prepared, using Form No. 36-44, Revised, for issuss of this neture. The 
‘ recipient will sign Form No. 56-44 inthe space provided, certifying 
receipt of the item received. wemorandum receipts will not be posted 
as a credit to the Stock Record Account but will be retained by the 


b . Propsrty Accountable Officer pending return. of the property from the 
: racipient. 


3, ‘the following persons will os authorized to sign FWA Property Passes, 
after approval has bean granted by the Services Officer: 


: a. Property Accountable Officers and their alternates. 


b. Designated representatives under the supervision of the 

e Services Officer. 

(: : . ? ‘ o- ; : . ee 

; &. The Chief, Inspection and Security will receive pariodically from 
: the Services Officer or his designated alternate memorandygs/ containing 

: signatures of persons authorized to sign property passes. It will be the 
: responsibility of I4a to direct such memorandums’ to the PBA Guard Force. 
t . 
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‘ 
STATINTL ADMTNTSTRATIVE INSTRUCTION Dates 
: qUMBED 
: SUBJECT: Federal Vorks Agency Property Passes 
STATINTL (Reseinds Administrative Instruction vo. 
1. <A properly authorised Federal ' rks Ageney Property Pass (Form! nMn68) 


is reguired by building guards before es property ean be withdrawn from 
: CTA buildings. 
STATINTL 2 


2. The following persons sre authorized to sien FWA Property Passes: 


STATINTL a. Administrative Officers -fPor removal of property by individuals 
ee assigned to their respective offices, 


ILLEGIB . b. Sugply Officers, Services EB raneh 
ILLEGIB ba : P aie 
‘ ° 


mr Ee outlined 
ve 


ore below will be followed gine 
2: Scnoud er oper ty fren CTA butld ines: 


« Upon request of the individual, the Administrative Officer will 
: prepare a PUA Property Fass in three copies, indicating bhe 


4 


individual's name and CIA badge momber; end the nomencle ture, 
quantity and serial mmber cf the property, as applicable, Each 
| copy ef the pass will be signed by the individual. recnesting 
) moverent of the property. 


| b, The Administrative Officer will retain tr: iplicate sony and wil]. 
hand criginal ond duplicate to individual requesting movenent 
of property. 


eo The individual will give original and duplicate of the pass to 


building guard sat time provevhy dis withdr EWN ¢ 
pro; 


| de The guare will check individual's OTA badge nusher against the 
i : badge number indicated on pass before property is pabeassd, b Owen, 
Co The guard will reba in original of pass for PEA records and will 
hand dumlicate to the rece) tionis t oar transmittal to the approp~ 
ae Administrative Officer. (In cases where the Administrative 


Officer is not the Accountable Officer, -this apy will. be fore 


Warded,to the Acconntable Officer) 

by the wdnvinistro%ies oppreee 

; — &, Individusis ere responsi ble for property withdrawn from CIA 

: Duildings until the property has been returned to th appropriate 
: Administrative or Accountable Officer, 
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; CENTRAL INTELLIGENCE AGENCY 
: . Washington, D.C. 


STATINTL ADMINISTRATIVE INSTRUCTION 
: NO. 


SUBJECT: Procedure For The Removal of Property and Equipment From 
STATINTL C.I.A. Buildings (Rescinds Admimistrative Instruction No. 
; dated 18 April 1947) | 


1. A properly authorized Federal Works Agency Property Pass 
(BM-68) is required by building guards before public property can be 
withdrawn from C.I.A. buildings, 


eR. Preparation and Issuance of F.W.A.W Property Passes 


a. For removal of property by individuals: 


(1) Individuals desiring to remove property from C.I.A. 
buildings must request the issuance of a FWA. 
Property Pass from their Administrative Officers. 


(2) Administrative Officers will prepare F.W.A. Property 
Passes in three copies, indicating the individual's 
name and C.I.A. badge number; and the nomenclature, 
quantity and serial number of the property, as applicable, 
Each copy of the pass will be Signed b y the individual 
requesting movement of the property, 


(3) Administrative Officers will retain the triplicate 
copy of the Pass and give the original and duplicate 
copies to the individual requesting removal of property. 


Cte lo ding SPACE movement 
bs. For removal of property and equimment for repair fenytreteber 
among C.I.A. buildings, omnfen Peturn to jarehousey 


(1) Upon receipt of a properly certified (Property Turn<In 
or Transfer Slip" Form 36-24, Supply Officers » A&M and 
Communications Supply and Property Officers, O0SO, are 
authorized to prepare and issue F.W.A. Property Passes, 


(2) The Property Pass will be prepared in three copies 
indicating all identifying information contained on a 
. . the Form 36-24; and the name and C.1.A «badge number Hi 
ILLEGIB of the person responsible for the removal of the property. 


(3) The triplicate copy of the Pass will be retained by 
the issuing Officer and the original and duplicate 
given to the individual responsible for the removal of 
the property. 
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3, Removal of Property From C.I.A. Buildings 


‘ : ao The procedure outlined below will govern the removal of 
i ' of property from C.I.A. buildings: 
| 


(1) The individual will give the original and duplicate 
copies of the F.W.A. Property Pass to the building 
guard at the time property is withdrawn, 


oe ty : (2) The guard will check individual's C.I.A. badge number 
i against the badge number indicated on Pass before 
E property is remomed. 


f (3) The guard will retain original of Pass for P.B.A. 
f | records and will hand duplicate to the receptionist 
for transmittal to the appropriate Administrative 
Officer or Property and Supply Officers, 
(In cases where the Administrative Officer is not the 
Accountable Officer, this copy will be forwarded by 
the Administrative Officer to the Accountable Officer) 


4e Individuals are responsible for property withdrawn from C.I.A. 


buildings until eht property has been returned to the appropriate 
Administrative or Accountable Officer, 
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SURJECT: Federal Works Acency Property Fasses 
(Rescinds Administrative Instruction 
dated 18 April 1947) 


le A properly authorized Federal Yorks Aganeyv Property Pass (orm BM~68 ) 
1s required by building euards before public property can be withdrawn from 
CIA buildings. 


&. The followine parsons are authorized to Sign PVA Property Passes; 
a. Administrative Officers 
a a COTS 


(For removal of property by individuals asSirned to 
their raspactive offices.) 


be Supply Officers, Services Branch, A&y 
Ge Communications Supply Officer and Property °ficer 
reat en Nd Troperty Prssticched 


3. Administrative Officers 
a cers. 


The procedure outlined below will be followed where individuals 
are authorized to remove property from GTA buildings; 


QM. The individval will obtain a written meniorandum, prepared in 
duplicate, from his accountable officer, requesting tho issuance of a 
KeA Property Pass. Tho memorandum will indicate the reuuesting individuals 
name, CIA badpe numoers correct nomenclature, yuantity and serial number 
of property, if available. The Original of thea mamorandum will be riven 
te the reyuestinge individual. the remainines copy will be retained by the 
Accountable Froperty Officer pending receipt of Porm No. Bhim 68, FWA 
Property pass ag indicated in parapraph 3 f below. poth copies will be 
retained as # hand receint pending return of the property. 


be Upon presentation of the memorandum, the Administrative Officer 
Will prepare BWA Property Pass, in triplicate, indicating the information 
contained in tha memorandum. tach Copy ot the pass will 5 6 Signed by the 
individual requesting movement of the property. 


Ge The Administrative Ot'ficer will retain triplicate GOPpY and will 
hand oririnal and duplicate to individual requestine movement of property. 


ds The individual will cive oricinal and duplicate of the pass to 
buildine -uard at tine property is withdrawn. 


&+ The cuard will cheek individuals CIA badre number arainst the badges 
number indicated or. pass; Administrative Of Sicers Signature indicated on 
pass ag&inst sainnle Sienature on Pile Copi-s maintained at the ruards do3k 
before property is removed, | 
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f. Thea puard will retein orisinal of pass for FBA records and 
will hand duplicate to the receptionist for transmittal to the. appro- 
priate Administrative OPficer. (In cases where thy Administrative 
Officer is not the Accountuble Officer, this copy will ba forwarded 
by the Administrative Officer to the Arcountable Officer.) 


Individuals are responsible for preperty withdrawn from CIA buildings 
until the property has been returned to the appropriate Administrative or 
Accountable Officer. 


4. Supply Officers, services Branch, A&i and 
Communications Supply und Property Urfisers 


Upon reseipt off a properly certified "iv operty lurn-in or Transfer 
Form 46-24, supply and Property Olficers rxre authorized to prepare and 
Sign Federal Works Agency Property Fasses as required for the removal of 
proparty and equipment for repair, for transfer amons CIA ouildings, or for 
turn-in to CIA warehouses. 
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